Q/I Site Equipment & Supplies List 


[Not Exhaustive] 


Item 


Notes 


Equipment - Exterior 


Canopies and tents 


Child play area; client intake & discharge; security 
stations; smoking break area; vaccine clinics; staff 
eating/break space (during some portion of the 
pandemic, we required all staff to eat outdoors 
due to a highly infectious variant) 


Carts — 4 wheel 


Larger carts for trash, cardboard and moving large 
shipments on flat services 


Smaller carts for delivering meals and moving 
clinical supplies 


Carts — 2 wheel 


Moving multiple boxes at the same time and 
heavier single items 


Cooling/Heating for security 


Fans and area heaters during wet, cold weather 


Handwashing stations — can be easily 
rented 


Intake/Discharge area, building entry areas 


Lighting — Exterior 


Intake area; additional security; provide increased 
safety while moving around after dark 


Signage - Exterior 


Directing both vehicle and walking traffic; replace 
initial ad hoc materials with weatherproof signs 


Signage - Interior 


Purchase laminators to allow all staff to make 
signs as needed 


Storage containers 


Excellent way to add storage capacity quickly, if 
you have the space 


Traffic cones 


Direct traffic, demark spaces, protect areas 


Trash cans 


50-60 gal are great, until you have to lift them 
and/or remove a full trash bag; use 30-40 gal 


Equipment - Interior 


IT Network 


Make sure you oversize, in case your project 
continues longer than expected and grows larger 
than expected — it is easy to add computers and 
printers, if your network can handle the load 


Make sure you have good connectivity 
throughout your workspace; add network 
capability before you need it 


Equipment - Moving 


Pallet Jack 


Moving large quantities of material 


Dolly 


Moving smaller quantities and navigating stairs, 
inclines and small spaces 


Office Supplies 


Office Chairs 


Comfortable - for long periods of work 


Folding Tables 


For easy set-up, easy reconfiguration, periodic 
use, and weather resistance 


Label maker 


Label maker 


Laminator 


Particularly good for 8.5x11”, ad hoc signage 


Power Cords & Strips 


Make sure you have a few heavy-duty units for 
extra power loads 


Cord Covers 


For covering cords run around workspaces 


Safe - Larger Floor Model 


~60x60x60cm, for mix of items, moderate sized 
items 


Safe - Small Shelf Model 


For small, valuable items such as harm reduction 
and controlled substances that can fit in a locked 
cabinet 


Shelving - Avoid cheap plastic that is only 
good for lightweight items; avoid 


Shelving - Heavy Plastic 


Easy to set up and move; will carry a fair amount 
of weight 


Shelving - Steel Wire 


Good for heavy loads and more permanent 
placement 


Shredder 


Protecting confidentiality 


Timecard Reader 


Track large staff groups 


Whiteboards 


Whiteboards 


Whiteboards -Large with Wheels 


Particularly useful for flexibility and large amounts 
of information, if you have the space 


Whiteboards - Small, Medium, & Large Wall 
Mount 


Useful for many things 


Telco - Cell Phones for Clients 


e We maintained a significant inventory of 
inexpensive cell phones to “loan” to clients who 
did not have a phone. This allowed clients to 
contact their family, friends, case manager, parole 
officer, etc. 

e Be careful to activate only some percentage of 
your inventory, as the contracts may expire ina 
set period and you will spend the extra time and 
money reactivating those units. 


Cell Phones for Specific Stations versus a 
Person 


We provided a small number of high quality, 
military grade cell phones for critical rotating staff 
roles, e.g., charge nurse 


Fax 


County IT did not provide Fax machines, so we 
purchased them directly on the project’s budget 


General Information 


Clinical 


e Ordered through county medical supply if 
possible or through national supply companies; 
reception, storage, distribution, and installation 
handled by Site Management 

e This required storage space and equipment, as 
well as, agreed inventory and reorder protocols to 
avoid stockouts or excess. PPE required large and 
accessible storage space and, in some cases, 
climate control (surgical gloves that deteriorated 
under too much heat), sanitizing chemicals and 
containers, scales, cannula’s, spirometers, etc. 


These items required a wide range of storage 
racks 
= Large, heavy duty adjustable shelves that 
could handle significant weight and 
volume 
Lightweight adjustable shelves 
Wheeled steel cabinets that could be 
moved easily 
= Plastic containers of many sizes to hold 
small items on shelves 


Clinical - Over the Counter (OTC) 


e Ordered by Site Management through regular 
channels, e.g., national supply companies 

e Site Management managed a broad range of 
clinical/hygiene items that did not require a 
prescription and could be sourced from a range of 
suppliers, e.g., bandages, anti-diarrhetic & 
constipation medicine, cotton swabs, cough 
medicine, eye drops, ear drops, nail clippers, 
reading glasses, toothbrushes/toothpaste/, 
topical creams, tweezers, etc. These items 
required lots of smaller containers for ready 
access on a daily basis 


Personal Protective Equipment (PPE) 


Special order through central county supply 
depot; delivery, storage, distribution, and 
installation handled by Site Management 


Assign one person to control all PPE purchasing 
requests, receiving, inventory and disbursement, 
particularly if there is a shortage 


Store in a more secure area, climate controlled as 
needed. It may be necessary to place a trusted 
staff person in the area where the PPE is stored, 


to avoid theft (during shortages, everyone is 
scared and has family/friends who are also 
scared. In addtion, some items may have 
significant street value) 


Create an online request form available to 
approved staff that will be responsible for re- 
stocking specific teams, e.g., Case Management, 
Clinical, Mental Health, Security, etc. 


Prescriptions/Controlled Substances 


Orders placed by licensed clinical providers; they 
can be picked up by any approved staff person 
registered with the supplieror with proper 
identification 


Harm Reduction Items 


Special orders placed by clinical team through site 
management to local, licensed vendors; delivery 
handled by bonded company if possible and not 
Q/I staff 


M 


scellaneous 


Reducing Cost of Equipment/Supplies 


Having a dedicated person in purchasing to 
research alternative sources could save significant 
amounts of money and provide better quality 


Snacks, Food-related, Cleaning, & General 
supplies 


e Ordered from national chains with strong 
delivery systems and significant supply chain 
leverage 

e Site Management handled all inventory and 
restocking. Case Management would draw on the 
established inventory for distribution to individual 
clients. 


Shortages 


Shortages did occur during the pandemic; several 
strategies helped with maintaining our supplies 

e Order more often in smaller quantities, as 
suppliers were allocating limited inventory across 
their client list 

e Go local; the price was a bit higher, but supplies 
were available 

e When available, purchase larger quantities of 
non-spoilable items that you are certain you will 
use, e.g., clothing, hygiene (e.g., toothpaste and 
shampoo), PPE 


Office Supply 


Site Management handled all office supply 
distribution, inventory, and restocking for the 
entire project- this included dozens of items, 
some specific to a particular team, e.g., double 


clinical folders for client records, as well as, a 
variety of storage areas and equipment 


